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LICENSE AGREEMENT 



If you keep the Software, you are agreeing to the terms of this Agreement. Use of the Software is subject to this 
agreement. If you do not agree to the terms of this Agreement, return this package to Elibrium, or the location 
where you obtained it, for a refund. 

Elibrium grants you a non-exclusive right to use this copy of the Software and accompanying materials according 
to the following: 

You May 

a) use and install the Software on only one computer at a time; 

b) make one (1) copy of the Software for backup purposes; and 

c) transfer the Software from one computer to another so long as the Software is neither used on nor copied onto 
more than one computer at a time (except for the same user's business and home computer). 

You May Not 

a) modify, reverse engineer, or copy (except for the backup copy of the Software or accompanying materials); or 

b) rent or transfer the Software. 

This license is not a sale. Title and Copyrights to the Software and accompanying materials remains with Elibrium 
and its licensors. Any breach terminates this Agreement. 

LIMITED WARRANTY, DISCLAIMER, AND LIMIT OF LIABILITY 

If at any time the Software fails to operate as described in the documentation, simply return the original disks to 
Elibrium, and Elibrium will replace the software at no charge to you or refund the purchase price, at Elibrium's 
option. Elibrium and its licensors do not warrant your data, that the Software will meet your requirements, or that 
the operation will be uninterrupted or error free. 

THE WARRANTY ABOVE IS IN LIEU OF ALL OTHERS, EITHER EXPRESS OR IMPLIED, INCLUDING, 
BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A 
PARTICULAR PURPOSE. SOME STATES HAVE LAWS THAT MAY RESTRICT OR PROHIBIT THE 
LIMITATIONS SET FORTH ABOVE AND YOUR RIGHTS UNDER LAW MAY VARY ACCORDING TO THE 
LAWS OF YOUR STATE. 

Elibrium and its licensors shall not be liable for any incidental or consequential damages, including loss of data, lost 
profits, cost of cover, or other special or indirect damages. Your rights under law may vary. 

U.S. GOVERNMENT RESTRICTED RIGHTS 

The software and documentation are provided with Restricted Rights. Use, duplication, or disclosure to the 
Government is subject to restrictions, as set forth in subparagraph (c)(l)(ii) of the Rights in Technical Data and 
Computer Software clause at DFARS 252.227-7013 or subparagraphs (c)(1) and (2) of the Commercial Computer 
Software - Restricted Rights at 48 CFR 52.227-19, as applicable. 

Manufacturer is Elibrium, LLC; 1259 El Camino Real PMB 167; Menlo Park CA 94025-4227. 

This license agreement and limited warranty will be governed by the laws of the state of California. If any provision 
is found void or unenforceable, the remainder of the agreement shall remain valid and enforceable. 
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Getting Started 



Introduction 

Bookkeeper is a full-featured bookkeeping program that allows you to 
keep track of your accounts receivable, accounts payable, payroll, and 
cash on hand. Use the banking, customer, vendor, and employee, 
information that you enter to write invoices, checks, and deposits. You can 
choose from dozens of reports to help manage your business finances. 



Installing the Program 

Insert the Bookkeeper CD in your CD-ROM drive to start the installation 
program, and then follow the on-screen instructions to finish installing 
Bookkeeper. 

If the installation program doesn't open, then follow the instructions 
below: 

1. Click the Windows Start menu and choose Run. 

2. Enter the drive letter of your CD-ROM followed by a colon ( : ) and 
the word setup. 

For example, if your CD-ROM is drive D, enter d : setup. 

3. Click OK and follow the on-screen instructions to finish installing 
Bookkeeper. 



Starting Bookkeeper 



To start Bookkeeper, open the Windows Start menu and choose 
Programs > MySoftware > Bookkeeper, or double-click the 
Bookkeeper Bookkeeper icon on your Windows desktop. 
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Using Bookkeeper for the First Time 

When you first start the program, you need to enter information about 
your company and at least one bank account. You'll also be required to 
enter a password each time you start the program. 

Entering Your Password 

Each time you start Bookkeeper, you must enter a password. 



Bookkeeper Password 



Please enter vout password 
| OK | Cancel | 

The initial password for starting the program is Password. 

You can change the password and create several other passwords with 
different permission levels after Bookkeeper opens. If you change the 
password or create new ones, be sure to write down the passwords and 
keep them in a safe place. 

For information about setting up passwords, see the online help. 

Entering Company and Accounting Information 

To use Bookkeeper, you need to enter your Company Name, a Primary 
Contact, and your Next Year End date in the Company Information 
dialog. 



^ Company Information 


S' 


Company [Additional (Accountant | 




OK 


Company Name: |X-Terminators 


Cancel 


Address: 86 Beetle Street 






Password 


City ]Menlo Park 

State: CA Zip Code: |94025-5991 




Save 


PrirnaryContact: EstherFelice 


Help 


Alternate Contact: Mae Kittup 

Telephone: (650) 555-6847 
Fax: (650) 555-9837 

Computer: | 

E-mail esther@xterm.com 
Web Site http //www xterm com/intro asp 





Enter your Company Name and Primary Contact in the Company tab. 
Your company name and address are printed on your invoices. 
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Enter the Next Year End date in the Additional tab. 



m Company Information 






Company Additional | Accountant j 






OK 


Federal Tax ID 


94-7654321 




State Tax ID 


|0642975 


Cancel 


State Unemployment ID 


|3 5 7-2 A 6 8-1 


Password 


FUT % 


\j SUT%:|T1 


Save 


Accounting Is 




(Cash Basis 


Help 


Next Year End 


| 12/31/2003 


Latest Tax Table 


|2002.1 




Last Backup On 


I 





Bookkeeper uses the percentages in the FUT% and SUT% boxes to 
calculate unemployment taxes for payroll accounting. You can get these 
percentages from your accountant or the applicable taxing authority. 

You also need to indicate whether you use Cash or Accrual accounting. 
Cash Basis is the most common for small companies, but you should 
confirm your accounting method with your accountant. 



NOTE: You can't enter transactions that occurred in the previous year. If 
you have unpaid invoices or other carryovers from the previous year and 
want to enter them into Bookkeeper, enter your last year-end date here. 
After you're satisfied with your prior-year entries, close that year to 
continue working on the current year. 



You can enter the contact information of your accountant in the 
Accountant tab. 



^ Company Information 




Company j Additional Accountant 




OK 


Company Name: Dewey, Cheatham, & Howe 
Accountant's Name: {Anne Dewey 


Cancel | 


Address 222 Barbados Way 


Password | 


City: |Woodside 
State: jcA Zip Code: (94062-6666 


Save 


Help 


Telephone: |(650) 555-3399 
Fax: |(650) 555-2432 




Computer: | 

E-mail: adewey@dchaccounting.com 




Web Site http://www.dchaccounting.com/subpeonf 





Although information about your accountant isn't required, entering the 
information here gives you quick access to it when using Bookkeeper. 
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Setting Up a Bank Account 

Bookkeeper needs information about your bank and at least one bank 
account to use the main features of the program. You can enter 
information about one or more banks and enter account information for 
several accounts in each bank. 

Entering Bank Information 

For each bank you create, you need to enter the name of the bank and the 
city and state. Other information is helpful to give you access to the 
information while using the program. 




Bank Name: MySavings Bank 



Address: 13579 Commerce Circle 



City: 
State: 



Palo Alto 
CA _;J 



Zip Code: |94303-3579 



Contact: Monte Baggs 



Telephone: 
Fax: 
E-mail: 



(650) 555-6972 
(650) 555-2265 



monte@mysb.com 



You can add information for other banks by clicking Add. 
When you're finished entering your bank information, click OK. 
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Entering Bank Account Information 

To create a bank account, choose the bank for the account from the Banks 
drop-down list at the top of the dialog. 



Bank Account Information \X_\ 




Delete 



Save 
Help 

-Account Detail 

Account Number: |01 23-4567-8 Opening Balance: | $456.78 

Description: Accounts Payable Starting Check No.: | 1201 

Account Type: ^Checking <~ Savings Highest Check No.: \~ 2000] 

Date Opened: | 11/15/2002 JjU Last Statement Date: | 11/15/2002 

Date Closed: | 00/00/0000 || Last Statement Ending Balance: | $456.78 



You're required to enter the Account Number, Description, and Date 
Opened for each bank account you create. For checking accounts, you 
also need to enter the Starting Check No. and Highest Check No. The 
Highest Check No. is the highest number in your current box of checks. 

We also recommend that you enter your Opening Balance. 

If you're entering a bank account that you have had for a long time, you 
may want to enter the account balance from one of your statements in the 
Opening Balance box. This way, you only need to enter the transactions 
that occurred after the closing date of that statement. 
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Learning the Basics 



Bookkeeper is designed to work like an electronic, accounting workbook. 
The menus at the top of the Bookkeeper window allow you to access all of 
the functions and features of the program. 



I File Edit Company Banking Accounting Tabs Reports Utilities Help 



-Check Information - 



f * Non Payroll Status: Outstanding ▼ 

*~ Payroll Do not print this check: I - 



«-| List |-»| 



Account Balance 



$456.78 



X-Terminators 

BE Beetle Street 

Menlo Park, CA 34025-5331 



My Savings Bank 

Palo Alto, CA 
0123-4567-8 



1201 



Pay to the 
order of: |~~ 



Accounts Payable Date: 12/05/2002 1 



^g^Deposits 



~3] $ 0 00 



h Accounts 
^Receivable 



Memo: 
Account: 



~3v 



Process Check 





Vendors 


m 


Employees 


H 


Customers 


Payables 


^pBank 

L Adjustments 


3 


To Do's 



Help 



The tabs along the right side of the Bookkeeper workbook allow you to 
access the major functions of the program. 

The Find button at the bottom of the corresponding workbook tab allows 
you to find the checks, deposits, invoices, payments, and bills you have 
entered. 

To learn more about using the functions and features of Bookkeeper, click 
Help. 



NOTE: If you plan to use the Payroll feature, you first need to update 
your payroll tax file (see "Updating the Payroll Tax File" on page 49). 
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Maintaining Your Chart of Accounts 

When you make an income or expense entry, you need to categorize the 
entry by applying it to an account category. These account categories are 
included in your Chart of Accounts. Since it is important to categorize 
your entries properly, you should consult with your accountant or tax 
professional before adding or altering items in your Chart of Accounts. 

To view the Chart of Accounts Maintenance dialog, open the Accounting 
menu and choose Chart of Accounts. 



9 Chart of Account Mai rite 



Accounts: |Client Gifts 



~3 



Name: |Client Gifts 

r p Main Account — 



Group: Operating Expense 



Type: | Standard 
Exemptions: \~ Federal WH 



r State WH 



V Sub Account 
Main: f~ 



~3 



To add a new account to the list, click the Add button and enter a unique 
Name. 

• If the new account will be a main account, then choose a Group and 
Type for the account from that drop-down list. 

• If the new account will be a sub- account of a main account, then 
choose a Main account from that drop-down list. The sub-account 
must be of the same Type as the main account. 

When you have finished adding or altering account categories, click OK. 



Adding Customers, Vendors, and Employees 

Before entering invoices, writing checks, or processing payroll, you need 
to enter information about your customers, vendors and employees. 

• When you enter a customer, you can enter billing, tax, and shipping 
information by clicking the tabs at the top of the window. You must 
enter at least one customer before you can write invoices or enter 
payments. For more information, see "Adding Customers" on page 
29. 

• When you enter a vendor, you must enter the Company name and 
choose an Account from your Chart of Accounts. For more 
information, see "Adding Vendors" on page 44. 

• When you enter an employee, you can enter contact, salary, and tax 
information by clicking the tabs at the top of the window. For more 
information, see "Adding Employees" on page 5 1 . 
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Entering Income and Expenses 

As you enter your income and expenses, choose an appropriate category 
from your Chart of Accounts. This will help maintain your journal balance 
and let you create accurate profit reports. 

The income-entry features include entering invoices, payments, and 
deposits (see "Accounts Receivable" on page 29). 

The expense-entry features include entering payments due, writing 
checks, and processing payroll (see "Accounts Payable" on page 43 and 
"Payroll" on page 49). 

Viewing Reports 

Bookkeeper contains several dozen reports that can help you track your 
income and expenses. To view a report, open the Reports menu and 
choose Run Reports to open the Bookkeeper Reporting window. 



3 Bookkeeper Reporting 



Show Report List By . . 
Favorites 



f Groups | 
r Types |~~ 
• All Reports 



Invoice By Customer 
Invoice By Job 
Invoice Detail 

Journal Entry Regi:ter By Account 
Journal Entry Register By Journal 
Journal Entry Register Detail 



Date Range Selection 
Predefined: I 



From: 01/01/2003 [§] To: 03/31/2003 jj| 



i< p^oom 
Formatting (• 1 00% C 80% C 60% 



X -Terminators 
Invoice Summary 

Reporting Period: 01/01/2003 To 03/31/2003 



Invoice No. 


Invoice Date 


Customer 


Amount 


Balance 


1015 


01/02/2003 


Tralongo Winery 


$75.45 


$75.45 


1016 


01/04/2003 


Pasta Specialties 


$32.37 


$32.37 


1017 


01/06/2003 


Lone Star Consulting 


$79.46 


$79.46 


1018 


01/08/2003 


Treasured Possessions 


$5678 


$56.78 


1019 


01/10/2003 


Bay Area Rail Lines 


$76.26 


$76.26 


1020 


01/12/2003 


LEB Engineering 


$31.34 


$31.34 


1021 


01/15/2003 


Prarie Products Corporation 


$71.99 


$71.99 


1022 


01/17/2003 


Beaty Home Companion 


$45.85 


$45.85 


1023 


01/19/2003 


JD Environmental, Inc. 


$37.78 


$37.78 


1024 


01/22/2003 


Patchwork Software 


$34.27 


$34.27 






Total All Invoices: 


$541.55 


$541.55 



Run On: 03/13/2003 



Page 2 of 2 



IaJJ 



j: 



_ 



| Previous | Print | Preview | Export | Help 



Select the report you want to view from the list in the upper-center portion 
of the window. To view the contents of the report, click the View button at 
the bottom of the window. 

You can set a date range for the report and format the output. Reports can 
be exported in a variety of different formats or printed. To preview how a 
report will print, click the Preview button at the bottom of the window. 
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Using Reminders 

Bookkeeper can remind you of important task that you need to complete in 
the To Do's window. To view the To Do's window, click the To Do's tab 
on the right side of the Bookkeeper window. 



System Generated 1 o-Dos 



Checks To Print | 


Bills To Pay 


Reconcile Bank Acct. | 


Re order Checks | 


Invoices To Print 


Funds To Deposit 


Year End Close 


Backup Database 





Personal To-Do's: 
Task Date 



Show To-Do's for: |Next fifteen days 



03/28/2003 |Contact Anne Dewey RE:Quarterly Closing 



^Deposits 



h Accounts 
^Receivable 



I Employees 



II Payables 



j Bank 

| Adjustments 



^ToDo 



The System Generated To-Dos help you to know when you have a 
transaction or task perform within the program. When the letters on a 
button are black, click the button to perform the task. 

You can add any type of task to the Personal To-Do's list. Click Add, and 
then enter the date when you want to perform the task and a short 
description of the task. 
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Backing Up Your Bookkeeper Information 



It is always a good idea to backup your data. We recommend that you 
backup your Bookkeeper information daily. Save the backup on a 
removable disk, so that you can restore the information if have a problem 
with the hard disk on your computer. 

To backup your data, open the Utilities menu and choose Database 
Backup and Restore to open the Database Utilities dialog. 



Backup Database 
p Compress Backup File 
Backup To 



• iFloppy Disk(s) 

(will use multiple disks if necessary) 



«3 



f Move Backup to Another Location 

Specify a p ath n am e e n d i n g with a '\ (e.g. C: \TEMF\) 



C Restore Database from Backup 
Backup File 



Note that after restoring your database. Bookkeeper w 
close and you will have to log back in again. 




To create the backup, choose the Backup Database option at the top of 
the dialog and then click the Start button at the bottom of the dialog. 

When you need to restore from a backup, choose the Restore Database 
from Backup option and then click Browse to locate the backup file. 

Bookkeeper reminds you to backup your data, if you haven't done so in 
the previous 30 days. 
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Getting Help 



Complete online help is available while using the program. To view the 
help, open the Help menu and choose Contents or click the Help button at 
the bottom of the Bookkeeper window. 

Using the Online Help 

The online help for Bookkeeper offers many features to help you find the 
information you need. To view the online help, open the Help menu and 
choose Contents to open the Help Topics dialog. 

Use the following navigation tools to find the help topics you want. 




Contents | Index | Find | 



The Contents tab is like the table of contents 
in a book. 



Click a topic, and then click Display. Or click another tab, such as Index. 



^ Getting Started 
Q2l Working with Checks 




that are listed underneath it. 



QO) Non payroll checks 
0 Non payroll checks 
0 Specifying non payroll checks 
[H Selecting payees 



To view a topic, double-click a 0 



icon. 




0 Other features 
^ Payroll checks 
^ Searching for checks 
^ Other features 



^ Working with Deposits 



^ Working with Invoices 



Display Print... 



Cancel 
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The Index and Find tabs in the Help Topics dialog can help you refine 
your search for a help topic. 



The Index tab in the Help Topics window 
works like the index in a book. 



Enter the word or phrase you're looking 
for in the box at the top. 

To view a help topic, double-click the 
index entry in the list. 




Help Topics: Bookkeeper, hip 



Contents Index | Find | 



1 Type the first few letters of the word you're looking for. 



2 Click the index entry you want., and then click Display. 



special 



pay 



starting check number., changing 
state withholding for employee 
stopping checks 
tabs, hiding unused 
tax accounts, activating 
tax exempt 
tax ID numbers 
tax table, version 
tax tables, importing 
to do's 
personal 

system generated 
transferring money between accounts 
trial balance 

undeposited funds, depositing 



Display 



Help Topics: Bookkeeper, hip 



Contents | Index Find | 

1 J_ype the word(s) you want to find 
|multi 



multiplied 



3 Click a topic, then click Display 



Search results 
Search results 
Search results 
Search results 
Search results 

Setting up sales tax definitions 




Find Now | 
_J Rebuild... 




|12 Topics Found 



| | All wo rds. Begin, Auto, Pause 



Display ~~| 



Print... 



J. 



Cancel 



The Find tab lets you search for words and 
phrases in the help file. This is particularly 
useful if you know the word you need, but 
are having trouble finding the information. 

Enter the word or phrase you're looking for 
in the box at the top. 



To view a help topic, double-click the topic 
in the list at the bottom. 



Select a topic from the Help Topics dialog, or click the Help button at the 
bottom the Bookkeeper window, to open the main help window. 
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The Help toolbar that appears at the top of the main help window also 
some features that may be useful. 



has 



File Edit Bookmark Options Help 



The l HelplQpics l button opens the 
Help Topics dialog. 



The 



Back 



button takes you 



back to the previous topic that you 
viewed. 



The 



Print 



button lets you 



print the current help topic. 



<< 



>> 



The 

buttons allow you to browse through 
related help topics like you would 
browse through a chapter in a book. 



Help Topics Back Print Options 



You can a be specify memos for each line item if you wish. 




will be used to pay items that relate to multiple 
unts, in the account field of the check enter a space or 
count dropdown. The stub portion of the check will 
es items for the check. The check total will automatically 
for each line item. Hitting the enter key will create a new 
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Overview 



You don't need to be a trained accountant to use Bookkeeper, but some 
basic accounting knowledge can help you make better use of the program. 

To put it simply, accounting is a method of keeping track of the money you 
have, the money you make, and the money you spend. You keep track of 
your business income and expenses to increase your chances of making a 
profit. By keeping good records, you can more easily gather the financial 
information you need to help you accurately file your taxes. 

Modern accounting is still based on the 700-year-old "double-entry" 
system, where every transaction has an equal and opposite transaction that 
keeps your accounts "balanced." 



Bookkeeper uses this age-proven system to balance your accounts, but 
you don't have to worry about making sure the credits and debits are 
entered in the correct ledger columns. Bookkeeper does that for you. 

By understanding a few of the principals, procedures, and terminology of 
accounting, you can set-up accounts that will help you keep track of your 
business finances and file accurate tax documents. 



NOTE: This information isn't a substitute for the advice of a qualified 
accounting professional. 
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Making Money 



Making money is the top priority for most businesses. Bookkeeper helps 
you keep track of your business income using invoices, payment entries, 
and bank deposits. 

When someone owes your company money for a product or service you 
provide, the amount owed becomes part of your Accounts Receivable. The 
person or company that owes you money becomes one of your clients or 
Customers. 

Tracking your accounts receivable requires the following steps: 

1. Let the customer know what is owed by creating an invoice for your 
products or services (see "Creating Invoices" on page 32). 

2. Get the customer's money and apply the payment to the invoice (see 
"Entering Payments" on page 37). 

This is sometimes referred to as Cash Application. 

3. Put the money in the bank (see "Making Deposits" on page 39). 




22 • Basics of Accounting 



Bookkeeper 



Spending Money 

Spending money is a necessary part of every business. Bookkeeper helps 
you track your business expenses using bill management and check 
writing. 

When your company owes money for a product, service, or tax, what you 
owe becomes part of your Accounts Payable. The person or company to 
which you owe money becomes one of your Vendors. 

Tracking your accounts payable requires the following steps: 

1. Get an invoice or bill from your vendor (see "Entering Bills and 
Invoices" on page 45). 

2. Pay the invoice or bill (see "Writing Checks" on page 46). 
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Paying Your Employees 



Paying employees can be a difficult bookkeeping chore. Bookkeeper helps 
you keep track of payroll expenses using employee information 
management, payroll tax tables, and check writing. 

Before processing payroll you need information about your employees 
and information about what payroll deductions are required in your 
locality. You'll also need the current year's payroll tax tables. It's a good 
idea to consult your accountant about your local payroll tax requirements. 

You need to get the following information from each of your employees: 



Legal Name 
Address 

Social Security Number 
Marital Status 



Tax-Filing Status 
Exemptions 

Additional Withholding 
Deductions for Employee Benefits 



Most of this information can be gathered using a W-4 Form, available 
from the Internal Revenue Service (IRS). 

To pay an employee, you need to know what rate you're paying and how 
often you'll be issuing a pay check. Some employees are paid at an hourly 
rate, while others are paid an annual salary. Most employers pay their 
employees weekly, every two weeks, twice per month, or once per month. 

After entering all of the needed employee information into Bookkeeper, 
the program automatically figures the correct amount of each employee's 
paycheck and gets the correct deductions from the payroll tax tables for 
your locality. At the end of each reporting period, you can use Bookkeeper 
to help you determine how much you owe in payroll taxes to your federal, 
state, and local tax authorities (see "Payroll" on page 49). 



Profile Payroll | Tax | Deductions | 

12/02/2002 J Scale: Hourly 3 

■ Per Hour: $0.50 
PayFreq : Semi-Monthly - 



a- 



X-Terminators 

e ^ark,"tt 94025-5991 



I 3589 College Drive 
M F ' U9 -' 



o: Period: 02/01/2003 to 02/15/2003 



3 



PayPeriod: 02/01/2003 1 TO 02/15/2003 1 

Hours Amount Withholdings 

Regular: 11.00 $371.00 Federal: | $13.06 

Overtime: | 0.00 | $0.00 Soc. Sec: | $23.19 
Other: 



$0.00 Medio 



r 



$0.00 State: |~~ 



$5.12 
$0.00 
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Reconciling Your Bank Accounts 

In addition to making and spending money, you need to keep track of the 
money you have. This can be anything from the money in your petty cash 
drawer to the balance in your checking or savings account. 

Cash accounts need receipts for any money that goes out or comes in. Just 
like a bank account, you have an opening balance, a closing balance, and 
transactions that explain the difference between the opening and closing 
balances. 

In a way, bank accounts are easier to maintain, since the bank sends you 
periodic statements. When you receive these statements, it's a good idea to 
reconcile the statement with your own records as soon as possible. Often 
there are miscellaneous bank fees or other transactions that you may not 
have entered into your record. 

Bookkeeper allows you to electronically reconcile your banks statements 
with the transactions you entered to help you keep your records up-to-date 
and accurate. 















Lest statement Deposit; 8 Checl : 8 
Balance Credits fill) Debits (Tj 


Misc. Credits Misc. Debits 


■lew S 
Eta 






Difference 


$736.70 +| $884.55-| $147.92+) $0.00-) $0.00 =| 


$1,238.77 


| ($234.56) 














Deposits 8, Credits M i s c. Cre d it: | 


$0.00 |lnterest Income 








Cleared Amount Date Reason 






Ended: 


F $41.70 01/13/2003 Depos 
F $67.92 01/13/2003 Depos 
F $138.32 01/13/2003 Depos 
F $64.74 01/20/2003 Depos 
F $128.46 01/20/2003 Depos 
F $34.70 01/27/2003 Depos 
F $64.94 01/27/2003 Depos 
F $66.50 01/27/2003 Depos 
F $61.64 02/03/2003 Depos 
F $215 63 02/10/2003 Depos 






: 


i 
I 


01/1 0/2003 

Ends: 
02/10/2003 jl] 












Checks 8, Debits Misc. Debit: | 


$0.00 Bank Charges 








Cleared Check No Amount Date 












F 1202 $147.92 01/14/2003 F. C. & L Insurance 

1203 $234.56 01/29/2003 South Bay Properties 

1204 $122.90 02/17/2003 Earth savers. LTD 








OK 
Pend | 












Cancel 












Help | 
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Balancing Your Books 



As you make entries in Bookkeeper, the program automatically enters 
transactions in its behind-the-scenes balance sheet. To make sure your 
books are balanced and accurate, you can view the online trial balance or 
run a general-ledger report. 



Accounts Receivable 



Upi i ? Equii 

SocSec Withhold, 
Undeposited Func 
Wages 



Total Debit Balan 
Total Credit Balan 
Differen 



From: [01/01/2003 _lj To: |1 2/31/2003 J|] 



Debits Credits 



$561.13 
($757.25) 
($13.85) 
$162.60 
($56.78) 
$147.92 
($10.84) 
($2 802 45) 



To view the online trial balance, open the Accounting menu and choose 
Online Trial Balance. 

You can make adjustments to the balance by making journal entries. If 
you're not comfortable with accounting and journal entries, this is a task 
that should be given to your accountant. 

To view your general ledger, open the Reports menu and choose Run 
Reports to open the Reports window. 



Acc.> iii!isTj M--'l>b . 1000 



3 

.: 03/18/2003 |f 



ij| Options | 



X -Terminators 
General Ledger 



13/31/2003 
DeHt Amt. 



.136/2003 Deposit 

436/2003 Deposit 

/06/2003 Check 

436/2003 Deposit 

/1 3/2003 Deposit 

n 3/2003 Deposit 

n 3/2003 Deposit 

/1 4/2003 Check 

.20/2003 Deposit 

/20/2003 Deposit 

/27/2003 Deposit 



Deposit 
Deposit 
Deposit 

i )Q F 



$69.16 
$0.00 

$64.23 
$32.37 
$33.25 



$0.00 
$0.00 
$39.70 
$0.00 
$0.00 
$0.00 
$0.00 
$147.92 
$0.00 
$0.00 
$0.00 



□ as I 



J e -p°" I 



Choose General Ledger from the list at the top and then click the View 
button at the bottom to view the report. 

For more information about using the reports window, see "Viewing 
Reports" on page 14. 
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Closing the Books 

There are two types of closings: 

• Periodic Closing consists of running reports and updating account 
balances. This keeps your accounts up-to-date and allows you to 
assess the financial health of your business. Most companies close 
monthly, while others might close quarterly or even weekly. Close 
your books at the intervals that your accountant recommends. 

• Annual Closing consists of determining year-end profits or losses. 
This is a fmalization of the year that allows you to submit accurate 
financial information for tax reporting. 

Periodic Closing 

Close your books by running reports at regular intervals to keep on top of 
your accounts. 

To keep your accounts receivable up-to-date, run periodic sales or revenue 
reports, cash receipts reports, and customer aging reports. Sending 
statements for past-due invoices can serve as a reminder to customer that 
owe you money. 

To keep your accounts payable up-to-date, run aging reports for your 
payables and reconcile your check register with your bank statement. 

For information about running reports, see "Viewing Reports" on page 14. 

Annual Closing 

Closing the books for the year allows a company to transfer profits or 
losses to special Equity accounts that are used for reporting purposes. 
Bookkeeper has several equity accounts created in the Chart of Accounts, 
such as Retained Earnings or Draw. You can use these equity accounts or 
create as many equity accounts as you need. Before creating new equity 
accounts or distributing profits and losses, contact your accountant. 

After you close your books for the year, you can't add new transactions or 
modify existing transaction that are dated before the closing date. 

For information about annual closing, see "Year-End Closing" on page 69. 



Money Market 

jnts Receivable 



pening Equity 
□ odsSold 



it 01/01/2003to 12/31/2003 



($71,4 50.90) 
$71,450.90 

($7,800.00) i 
($37,349.13) 
($15,603.70) 
($67,871.02) 

$25,162.60 
($11,445.20) 
$34,317.73) ~~ 

$12,537.36 
$2,634.56 



i nt .End: 12/31/2003 
Next Year End: | 12/31/2001 



Net Profit: $-683.22 



-Multiple Equity Ac 

By Dollar Amoun 


T By Percentage 


Distribute Evenly 


|3000 |Open 


ig Equity | 


.00 




|3025 |Retair 


ed Earnings 


-683.22 




|3026 |Capits 


Stock 


.00| 




|3027 |Propr 


etors Equity | 


.00 




|3028 |Draw 




.00 
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Accounts Receivable 



Overview 

Bookkeeper helps you with your accounts receivable by letting you build a 
database of customers, write and print invoices, apply payments to 
invoices, and enter bank deposits. 



Adding Customers 



Before you can write any invoices for a customer, you need to enter the 
customer in your customer database. To view the customer database, click 
the Customer tab on the right side of the Bookkeeper window. 



Customers: 



Little Lumber 
Lizzie's Foods 
Lone Star Consulting 
Madison Machining Tools 
MB Well Digging 
Milpitas Dental Center 
Pasta Specialties 
Patchwork Software 
Prarie Products Corporatic 
Rosedale Construction 
Sylvia's Gardens 
The Achiever Group 
Tralongo Winery 



Contact | Specific | Ship To j 

Number: ftRE313 * Balance: | $113.56 



UPCO 

W. M. Andrews Corporation 
Wagon Wheel Surplus 
Walker Fitness 
WFWPackingMaterials - 



Company: Treasured Possessions 



Address: 31 3 Madison Lane 
jsuite 67 
City: Hillsborough 

State: jcA _;J 

Country: | 
Zip Code: |94010 



Contact: |Sarah Andrews 



Telephone: 
Fax: 
E-mail: 



|(650) 555-7272 
|(650) 555-2637 
sarah@treasures.conn 



Inactive: I - 



I Deposits 



h Accounts 
Receivable 



i Vendors 



J Employees 
J Customers 





Add 


Delete | 


Save 


Help 



i| Payables 



i Bank 

| Adjustments 



Enter the information that you want in the boxes. When you create an 
invoice for the customer, Bookkeeper places the customer's name, 
number, billing address, and shipping address on the invoice. 
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Entering a Customer's Sales Tax Information 

You can choose the sales tax rate for each customer separately, or indicate 
that the customer is exempt from sales tax. To enter the sales tax 
information for a customer, choose the customer from the list on the left 
side of the Customers window, and then click the Specific tab near the top 
of the window. 



2 
2 
2 

m 
2 
2 
2 
2 
2 
2 
2 
2 

I 



Customers: 



Little Lumber 
Lizzie's Foods 
Lone Star Consulting 
Madison Machining Tools 
MB Well Digging 
Milpitas Dental Center 
Pasta Specialties 
Patchwork Software 
Prarie Products Corporatic 
Rosedale Construction 
Sylvia's Gardens 
The Achiever Group 
Tralon iq o Winer 



Contact Specific | Ship To | 
Sales Tax— 



V Taxable Code: San Mateo County Sales ▼ 
Rate: \Ttt % 
Tax Exempt ID: | 



urn 



nery 

EB3 



UPCO 

W. M. Andrews Corporation 
Wagon Wheel Surplus 
Walker Fitness 
WFWPackingMaterials S 



-Custom Fields 

Custom Field One 



Custom Field I wo 



Custom Field Three 



Custom Field Four 



Custom Field Five 



^j^Deposi 



HA Accounts 
Receivable 



^Vendors 



J Employees 
1 Customers 





Add 


Delete | 


Save 


Help 



jl Payables 



| Bank 

J Adjustments 



If the customer is exempt from paying sales tax, clear the Taxable check 
box and enter the customer's Tax Exempt ID. 

If the customer pays sales tax, mark the Taxable check box. To specify the 
rate, choose a rate description from the Code drop-down list. 

To create a sales tax definition, click the DEFINE button to open the Sales 
Tax Definition Maintenance dialog. 



state Sales Tex Definitions 



1§= [CA Sales Tax 



Description 



Tax Account 



|San Mateo County Sales Tax 



7.25 % |CA Sales Tax Payable 
8.25 % |CA Sales Tax Payable 



~3 



|Santa Clara County Sales Tax | 8.25 % |CA Sales Tax Payable 



~3 



Enter the sales tax Description and the Rate, and then choose a Tax 
Account for the sales tax. If the correct account isn't in the list, you need 
to add the correct account to your Chart of Accounts (see "Maintaining 
Your Chart of Accounts" on page 13). 
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Entering a Customer's Shipping Address 

If the customer's shipping address is different from the billing address, 
you can enter the shipping address by selecting the customer in the 
Customers window and clicking the Ship To tab near the top of the 
window. 



2 
2 
2 

2 
2 
2 
2 
2 

m 



Customers: 



Little Lumber 
Lizzie's Foods 
Lone Star Consulting 
Madison Machining Tools 
MB Well Digging 
Milpitas Dental Center 
Pasta Specialties 
Patchwork Software 
Prarie Products Corporatic 
Rosedale Construction 
Sylvia's Gardens 
The Achiever Group 
Tralongo Winei 



m Contact Specific Ship To 



lery 



UPCO 

W. M. Andrews Corporation 
Wagon Wheel Surplus 
Walker Fitness 
WFWPackingMaterials * 



Ship- ! o Same As Bill-To 



Ship To: Treasured Possessions 

Address: 31 3 Madison Lane 
jsuite 67 
City: Hillsborough 

State: jcA _;J 

Country: | 
Zip Code: |94010 



^Deposits 



h Accounts 
Receivable 



■j Vendors 



J Employees 
J Customers 



i| Payables 



i Bank 

| Adjustments 



To enter a different shipping address for the customer, clear the Ship-To 
Same As Bill-To check box and enter the shipping address in the boxes. 

If the customer has more that one shipping address, enter the most 
frequently used shipping address and then change the shipping address on 
the invoice (see "Creating Invoices" on page 32). 
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Creating Invoices 



To keep track of what each customer owes you for your goods or services, 
create an invoice for each transaction. Before you can create an invoice for 
a customer, you must first enter the customer's information in the 
Customer window (see "Adding Customers" on page 29). 

To create an invoice, click the Invoices tab on the right side of the 
Bookkeeper window. 




There are three types of invoices: Product, Professional, or Service. 

Choose the invoice layout that works best for your company from the 
Type drop-down list near the top of the Invoices window. 

To create an invoice, choose the customer from the Bill To drop-down list. 
If the customer isn't in the list, enter the customer's information in the 
Customers window (see "Adding Customers" on page 29). 

If you want to keep track of the progress of a project or job that you're 
billing for, you can create the job and then choose the name of the job 
from the Project drop-down list for the invoice (see "Creating Projects or 
Jobs" on page 33). 

To add an item to the invoice, click the Add Line Item button near the 
bottom of the window to open the Invoice Item List (see "Adding Items to 
an Invoice" on page 34). 

You can print your invoices one at a time or select several to print at once 
(see "Printing Invoices" on page 35). 
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Creating Projects or Jobs 

1. Open the Company menu and choose Maintenance > Customer 

Jobs to open the Customer Job Maintenance dialog. 



Hide Closed Jobs V 



Madison Machining Tools - Bt Spraying ; Completed - 01/31/2003 02/12/2003 

Doll House Decorating Bug Inspection Completed » 01/12/2003 01/26/2003 

Little Lumber * Bug Inspection Completed ^ 01/10/2003 01/2-1/2003 



Started Completed 



2. Click the Add button near the bottom of the dialog to add a new job 
line to the list. 

3. Choose the customer from the Customer drop-down list. 

If the customer isn't in the list, enter the customer's information in the 
Customers window (see "Adding Customers" on page 29). 

4. Enter a short description for the job in the Description box. 

5. Choose either Proposed, In Progress, Completed, or Closed from 

the Status drop-down list. 

6. Enter the date you began the job in the Started box. 

You must enter the date in mm/dd/yyyy format. For example, to 
enter May 1 5, 2003, enter 05/15/2003. 

When you finish the job, enter the date you finished it in the 
Completed box. 

7. Click OK to close the Customer Job Maintenance dialog and save the 
changes you made. 
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Adding Items to an Invoice 

1. Click the Add Line Item button near the bottom of the Invoices 
window to open the Invoice Item List dialog. 




Fly Parasites (1 0.000) 
Fly Parasites (25.000) 



2. 



If you want to delete an 
item from the invoice, 

click the icon to the 
right of the item. 



Choose the item you want to add to the invoice from the list and click 
Select to close the dialog and enter the item on the invoice. 

If the item you want to add isn't in the list, see "To Create an Invoice 
Item" on page 34. 

3. Enter the number of items in the Quantity column. 

You can edit any of the information in the white boxes. To add sales tax to 
an item, mark the check box in the Tax column. 

To Create an Invoice Item 

1. Click the New button in the Invoice Item List dialog to open the 
Invoicable Item Maintenance dialog. 



^ Invoicable Item Maintenance 










nvoicable Items List (use an ""at the beginning 


of description to denote ge 


leric invoicable items) 




Description 


Product Code 


Unit Price Account 


|Tax 




■g- Fly Parasites (25.000)1 


|? 12255 


$40.00 Goods Sold 


A V 




|Yellow Jacket Trap 


|G58737 


$4.95 |Goods Sold 


A v 




|Fly Parasites (1 0.000) 


|212253 


$20.00 |Goods Sold 


A v 




Bacillus thurengiensis v. israelens 


|222G55 


$22.95 |Goods Sold 


A v 




|Bat House 


|822871 


$27.50 |Goods Sold 


A v 




|Diatomaceous Earth (4 lb.) 


|779743 


$7.50 |Goods Sold 


A v 




|Respirator 


|462755 


$44.95 |Goods Sold 


A v 




|Green Lacewing Eggs (5000) 


|212261 


$24.00 |Goods Sold 


A f 




|Aphid Midges 


|212251 


$45.00 |Goods Sold 






|Lady Beetle Lures (3) 


|573335 


$6.50 |Goods Sold 






|Japanese Beetle Trap 


|650743 


$7.50 |Goods Sold 






|Ant Bait (1 2 oz.) 


|779747 


$4.95 |Goods Sold 






|Pyrethrum Powder (0 oz.) 


|779731 


$9.95 |Goods Sold 






|Rotenone Powder (1 lb.) 


|779735 


$6.50 |Goods Sold 






|Neem Concentrate (0 oz.) 


|779739 


$0.50 |Goods Sold 




















OK 


| Cancel | Add | Delete 


Help 



2. 

3. 
4. 



Click the Add button near the bottom of the dialog to add a new item 
line to the list. 

Enter the description and pricing information for the item. 

Choose an account for the item from the Account drop-down list. 

If the correct account for the item isn't in the list, you need to add the 
correct account to your Chart of Accounts (see "Maintaining Your 
Chart of Accounts" on page 13). 

Click OK to close the Invoicable Item Maintenance dialog and save 
the changes you made. 
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Printing Invoices 

Choose the invoices you want to print from the Print Invoices dialog. You 
can open the Print Invoices dialog using the following three methods: 

• Open the File menu and choose Print > Invoices in Queue. 

• View the invoice in the Invoices window, choose Now from the Print 
drop-down list near the top of the window, and then click the Save 
button near the bottom of the window. 

• Click the To Do's tab on the right side of the Bookkeeper window, 
and then click the Invoices to Print button near the top of the 

window. 



two ices To Print: 



Invoice No. | Date | 



Customer 



| Amount | Print Now J 



1019 01/10/2003 Bay Area Rail Lines 

1022 01/17/2003 Beaty Home Companion 
1032 02/09/2003 Buckeye Furnace 

1030 02/05/2003 Cleveland Equipment Rentals 

1026 01/26/2003 Doll House Decorating 

1034 02/14/2003 Dunn Deals 

1023 01/19/2003 JD Environmental, Inc. 

1020 01/12/2003 LEB Engineering 



$152.53 
$91.69 

$109.23 
$77.94 
$39.95 
$64.52 
$75.55 
$62.68 



V 
V 
V 
V 
V 
V 
V 

V 



-Invoice Alignment 

| Adjust horizontal by fo tenths of an inch 

i 



Adjust vertical by tenths of an inch 



-Company Address Alignment 

^ | ^ | Adjust horizontal by 0 tenths of an inch 

f I 



Adjust vertical by 0 tenths of an inch 



-Customer Address Alignment 

^ | ^ | Adjust horizontal by 0 tenths of an inch 

i 



Adjust vertical by 0 tenths of an inch 



Options 

Number of Copies to Print: 
Suppress Printing of Company Information: V 



Choose which invoices to print by marking or clearing its check box in the 
Print Now column. 

To choose a printer, click the Setup button near the bottom of the dialog 
and then choose the printer from the list. 

If you're printing on paper that already has your company name and 
address, you can choose not to print the company information with the 
invoice by marking the Suppress Printing of Company Information 

check box. 

If you're using windowed envelopes, you can adjust the position that your 
company address and the customer's address print on the invoice to make 
them line up with the windows on the envelope. 

To print the selected invoices, click the Print button. 
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Finding a Saved Invoice 

To find an invoice that you have saved, click the Find button near the 
bottom of the Invoices window to open the Search Criteria Selection for 
Invoices dialog. 



^ Search Criteria Selection for Invoices 












* 






-View Invoices By 
















Customer: |(all) 


_d 


-Date Range Selection 








Job: |(all) 




Predefined 


I 












Paid in Full: |(all) _;J Days Past Due: 


| (all) _J 














From: 103/21/2002 1 To: 


|03/21/2003 


■ 








Invoice No.: | 


















Notes: j 
















Invoice No.| Customer 




Amount 


Balance Past Due 










1015 Tralongo Winery 


01/02/2003 


$150.90 


$0.00 












1016 Pasta Specialties 


01/04/2003 


$64.73 


$0.00 












1017 Lone Star Consulting 


01/06/2003 


$150.91 


$150.91 


44 days 












$113.56 


$113.56 


42 days 










1 01 9 Bay Area Rail Lines 


01/1 0/2003 


$152.53 


$152.53 


40 days 










1020 LEB Engineering 


01/1 2/2003 


$62.60 


$62.60 


30 days 










1021 Prarie Products Corporation 


01/1 5/2003 


$143.90 


$143.90 


35 days 










1 022 Beaty Home Companion 


01/1 7/2003 


$91.69 


$91.69 


33 days 










1023 JD Environmental, Inc. 


01/1 9/2003 


$75.55 


$75.55 


31 days 










102-1 Patchwork Software 


01/22/2003 


$60.53 


$60.53 


20 days 










1025 Little Lumber 


01/24/2003 


$49.96 


$49.96 


26 days 










1026 Doll House Decorating 


01/26/2003 


$39.95 


$39.95 


24 days 






1 027 Wagon Wheel Surplus 


01/29/2003 


$32.15 


$32.15 


21 days 






1020 W. M. Andrews Corporation 


01/31/2003 


$5.36 


$5.36 


1 9 days 






1029 Walker Fitness 


02/02/2003 


$21.44 


$21.44 


1 7 days 






M 




I 




















Find 


| Clear j Detail j 


Save | Close j 


Help 



You can reduce the number of invoices that appear in the list by using the 
features in the View Invoices By section near the top of the dialog. 

To view the invoice information, select the invoice in the list and click the 
Detail button near the bottom of the dialog. 
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Entering Payments 

Enter payments in the Accounts Receivable window to apply the payment 
to an invoice. When you apply a payment to an invoice, the amount of the 
payment is removed from the balance due on the invoice. 

You can also enter a customer credit, discount, or write-off using the same 
window where you enter payments 



Applying Payments to Invoices 

1. Click the Accounts Receivable tab on the right side of the 
Bookkeeper window to view the Invoice Transaction window. 



2. 



4. 

5. 
6. 



7. 



i 



Transaction Information 

Transaction Type: | Payment 



Make Deposit: (Later 



<■! List l-H 



Customer Balance 



Invoice Transaction 



Customer: Treasured Possessions 
Trans. Amount: | $113.56 Type: | Check 

Applied: | $TTT56 

Remaining: | $0.00 | 



Date: 02/17/2003 H 

~7\ Check*: |Toi8 NSF: |~ 




Invoice Listing 



Show All Invoices 



Select Invoice # Date 



p Bank 

| Adjustments 



Choose Payment from the Transaction Type drop-down list near the 
top of the window. 

You can also chose to enter a Write-Off, Discount, or Cust. Credit in. 

Choose to deposit the payment Now or Later from the Make Deposit 

drop-down list (see "Making Deposits" on page 39). 

Choose the customer from the Customer drop-down list to display a 
list of unpaid invoices. 

Enter the amount of the payment in the Trans. Amount box. 

Choose the method of payment by choosing either Check, Cash, 
Credit Card, Debit Card, Money Order, or Other from the Type 
drop-down list. 

If you received a check for the payment, enter the number of the 
check in the Check # box. 

Choose the invoices this payment is for by marking check boxes in 
the Select column of the Invoice Listing. 

Click Save to apply the payment to the selected invoices. 
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Working with Bounced Checks 

If a customer's payment check is returned to you for non-sufficient funds, 
you can remove {back out) the payment from the invoice. To back out a 
payment for a bounced check, view the payment in the Accounts 
Receivable window and then mark the NSF check box. When you save the 
transaction, the payment will be removed from the invoices. 

You'll also want to adjust the deposit you made from the payment (see 
"Making Deposits" on page 39). 

Finding a Saved Payment 

To find payment transaction that you have saved, click the Find button 
near the bottom of the Accounts Receivable window to open the Search 
Criteria Selection for Payments dialog. 



^ Search Criteria Selection for Payments 



View Payments By- 

Custorner: |(all) 



Memo: | 
Type: [(all) 
Amount: | T] |~~ 



t| Invoice #: |~~ 



Method: | (all) 



Date Range Selection 

Predefined: | 



From: 1 02/17/2002 Jl| To: 1 02/1 7/2003 J|] 



Received | Amount | 



Invoice # | Type 



02/1 0/2003 
02/1 0/2003 



$64.73 Pasta Specialties 
t1 50.90 Tralongo Winery 



1016 
1015 



Payment 
Payment 



You can reduce the number of payments that appear in the list by using the 
features in the View Payments By section near the top of the dialog. 

To view the payment information, select the payment in the list and click 
the Detail button near the bottom of the dialog. 
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Making Deposits 



You can enter deposits for any type of payment you receive using the 
Deposit window. However, if you apply the payment to an invoice, you 
need to use the Undeposited Funds dialog to create the deposit entry. 



NOTE: Before making a deposit, make sure that you're using the correct 
bank account. For information about changing bank accounts, see 
"Changing Bank Accounts" on page 64. 



Depositing an Invoice Payment 

There are two ways to open the Undeposited Funds dialog: 

• Open the Banking menu and choose View Undeposited Funds. 

• Click the To Do's tab on the right side of the Bookkeeper window, 
and then click the Funds to Deposit button near the top of the 

window. 



9 Undeposited Funds 



Payments Not Yet Deposited: 



Select I Amount | Date | 



$1 1 3.56 02/17/2003 Treasured Possessions 



Select All | 



Deposit Amount: | $1 1 3.56 
Sales Tax Amount: | $0.66 



Deposit 



To choose the payments that you want to deposit, mark the check boxes in 
the Select column. Click Deposit to close the dialog and enter the deposit. 

You might want to edit the deposit information in the Deposits window 
(see "Entering or Editing a Deposit" on page 40). 
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Entering or Editing a Deposit 

Before making a deposit, make sure that you're using the correct bank 
account. For information about changing bank accounts, see "Changing 
Bank Accounts" on page 64. 

To enter or edit a deposit, click the Deposits tab on the right side of the 
Bookkeeper window to open the Deposits window. 

• If you want to enter a new deposit, the window opens to the new 
deposit entry form. Just start entering the information. 

• If you want to edit a payment you previously saved click the Find 
button (see "Finding a Saved Deposit" on page 41). 



-Deposit Information - 
Not Reconciled 



Account Balance 



$1,585.04 



Deposit Ticket 



My Savings Bank 
0123-4567-8 
Accounts Payable 



Date: 
Memo: 



01/20/2003 H 



Deposit 



Description (tem cust joe 


Amount 


Account 


Check 940 


$128.46 


Goods Sold t|1 



^6 ItE^MS |~~ 



'^Cherts 
Deposits 



invoices 



ffift Accounts 
Receivable 



a 


Vendors 


m 


Employees 




Customers 


m 


Payables 


< W > Bank 

L Adjustments 



Enter a Description and the Amount of the deposit, and then choose a 
bookkeeping Account from the drop-down list for the transaction. If the 
account you want to use isn't in the list, you need to add the account to 
your Chart of Accounts (see "Maintaining Your Chart of Accounts" on 
page 13). 

When you enter the Description, you can enter an item description and 
choose a customer and job from your lists by clicking the ITEM, CUST, 
and JOB buttons in the Description box. 

Click Save to enter the deposit information. 
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Finding a Saved Deposit 

To find a deposit transaction that you have saved, click the Find button 
near the bottom of the Deposits window to open the Search Criteria 
Selection for Deposits dialog. 



9 Search Criteria Selection for Deposits 



-View Deposits By- 

Item Desc: | 



Account: |(all) 
Amount: | $ |~~ 

Memo: | 



~3 



Date Range Selection - 

Predefined: I 



~3 



From: 1 02/1 7/2002 j|| To: 1 02/1 7/2003 j|| 



<* Total Deposit *~ Individual Item 



Type | Date | 



Amount |L ±. 



Deposit 


01/06/2003 


Goods Sold 




Check 11 30 


$118 88 


Deposit 


01/06/2003 


jGoods Sold 




Check 51 5 


$147.92 


Deposit 


01/06/2003 


jGoods Sold 


M 


Check 106 


$52.02 


Deposit 


01/1 3/2003 


jGoods Sold 


M 


Check 623 


$41.70 


Deposit 


01/1 3/2003 


jGoods Sold 


_;J Check 422 


$67.92 


Deposit 


01/1 3/2003 


Goods Sold 




Check 029 


$130.32 


Deposit 


01/20/2003 






Check 940 


$120.46 



Deposit 
Deposit 
Deposit 
Deposit 
Deposit 
Deposit 
Deposit 

IjlI 



□1/20/2003 jGoods Sold 



01/27/2003 jGoods Sold 



01/27/2003 jGoods Sold 



01/27/2003 jGoods Sold 



02/03/2003 jGoods Sold 



02/10/2003 |Goods Sold 
02/10/2003 jGoods Sold 



"TJ Check 1011 
~TJ Check 002 
~TJ Check 125 
~T] Check 41 4 
~TJ Check 1026 
~TJ Check 124 
~TJ Check 106 
I 



$64.74 
$34.70 
$64.94 
$66.50 
$61.64 
$64.73 
$150.90 ij 



You can reduce the number of deposits that appear in the list by using the 
features in the View Deposits By section near the top of the dialog. 

To view the deposit information, select the payment in the list and click 
the Detail button near the bottom of the dialog. 

To change the bookkeeping account for the deposit, choose the account 
from the drop-down list in the Account column and then click Save to 
save the changed deposit information. 
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Accounts Payable 



Overview 

Bookkeeper uses its accounts payable features to help you keep track of 
the money you owe. You can keep contact information for vendors, enter 
bills and due dates, and write checks. 

When you write checks, you can choose to have the payee automatically 
entered into your vendor list. However, if you want to print the vendor's 
address on the check, you need to enter the vendor information before 
writing the check. 

Bookkeeper can help you keep track of your bills and due dates, so that 
you can keep your accounts payable current. 

You can write and print checks based on the bills you enter or create 
checks for single payments. The checks print directly on check stock that 
you purchase from one several available vendors. 
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Adding Vendors 



Any person or company you pay money to, other than an employee, is 
considered a vendor. To add a vendor to your list, click the Vendors tab on 
the right side of the Bookkeeper window. 



Vendors: 



F, C, & L Insurance 
Lilliput Construction 
Organicide Distributing, Inc. 

P. G. & E. 

Peninsula Office Supplies 
SBC 

South Bay Properties 
Waste Management 



Vendor Detail - 



Company: Earth savers, LTD 



Address: |7735 Quarry Drive 

City: )Ames 
State: jlA _;J 
Contact: Dusty Miller 



Zip Code: |5001 0-71 55 



Telephone: |(515) 555-3278 
Fax: |(515) 555-7283 
E-mail: |du sty ©earths avers, com 
Type: | Standard 
Payee: | 



Account: |Cost of Goods 
Memo: |Account #98798XTE 

1099: r Tax ID: I 



i Deposits 



jb Accounts 
Receivable 



A- 



j^J Employees 



jl Payables 



I Bank 

| Adjustments 



Enter the contact information that you want in the boxes. When you write 
checks, the Address, City, State, ZIP Code, and Memo you enter for the 
vendor print on the check. 

Choose an account to which you want to apply payments to this vendor. If 
you want to apply payments to different accounts for the same vendor, 
choose the account that you'll use most often; you can select a different 
account when you write a check. 
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Entering Bills and Invoices 



When you receive a bill from one of your vendors, you can enter the 
billing amount and the due date in the Payables window. To view the 
Payables window, click the Payables tab on the right side of the 
Bookkeeper window. 



§ 



Payable Inform ation 

Paid On: | Check: | 

Balance: | $122.90 Payments | 



Viewing 1 of 1 
*-\ List |-»| 



Vendor Balance 



r 



$122.90 



Vendor: | Earth savers, LTD 

Memo: I 



H Invoice No.: pTl 



Date: | 01/06/2003 Jj 
Amount: | $122.90 
Date Due: | 02/03/2003 lj 



I - Discoi 

Amount: 



to.oo 

Date: | 00/00/0000 J| 



T~ Recurring - 



Frequency: | 



-Payable Items - 



| Amount | 



Cost of Goods 



~TJ| $122.90 f 



p Deposits 



B|b Accounts 
■^Receivable 



I Employees 



I Customers 
j| Payables 



Pay | Delete | Help 



5 Bank 

| Adjustments 



Choose the vendor form the drop-down list and add the information from 
the invoice, including the invoice number, the date of the invoice, and the 
date the invoice is due. 

You can enter each item from the invoice, including taxes and shipping, in 
the Payable Items section. 

• When you finish entering an item and want to add a new line item, 
press ENTER. 



1 



icon. 



• To delete a line item that you added, click the 
When you finish entering the bill, click Save. 

If you want to pay the bill right away, click the Pay button to open the Bill 
Payment dialog. Mark the check box next to the bills that you want to pay 
and then click OK to automatically write checks for the selected bills. 
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Writing Checks 



Before entering checks, make sure you're using the correct bank account. 
To change bank accounts, see "Changing Bank Accounts" on page 64. 

To enter a check, click the Checks tab on the right side of the Bookkeeper 
window. 



-Check Information - 



^ Non Payroll Status: [Outstanding 

*~ Payroll Do not print this check: I - 



Viewing 1 of 1 
*-\ List |-»| 



Account Balance 



r 



$710.44 



X-Terminators 

BE Beetle Street 

Menlo Park, CA 34025-5331 



My Savings Bank 

Palo Alto, CA 
0123-4567-8 



^g^Deposits 



1204 



Pay to the 
order of: | Earth savers, LTD 

One Hundred Twenty-Two and 90/1 QQ " • 



Accounts Payable Date: 02/17/2003 Jj 



~3] $|1 22 90 



Earthsavers, LTD 
I 7735 Quarry Drive 
Ames. IA 5001 0-7155 



Memo: | 

Account: | < splits / bills / jobs > 
Pay Bills | Acc ount 



"3- 



Process Check 



HA Accounts 
Receivable 



j^J Employees 



F~^] Payables 



Accounts Payable 



*1 22-90 f 



Memo/Job [memo job 1 1 p 



i 



Help 



^TTp Bank 

L, Adjustments 



To Do's 



1. Make sure the Non Payroll option is selected near the top of the 

Checks window. 

If you aren't going to use Bookkeeper to print this check, mark the Do 
not print this check check box near the top of the Checks window 
before processing the check. You may want to choose this option if 
you wrote the check manually and want to enter the information here. 

2. Enter the name of the payee. 

If the vendor is already in your list, the name will automatically fill in. 

3. Press TAB. 

• The vendor's address, saved Memo, and primary Account are 
automatically filled in. 

• If the vendor's name isn't in the list, Bookkeeper asks if you want 
to add the name to your vendor list. 

4. Enter the amount of the check. 

5. Click Process Check to complete the transaction. 
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Printing Checks 

Before printing checks, you need to choose the type of check stock that 
you're printing on. To choose the type of check stock, open the Company 
menu and choose Check Setup to open the Check Type Selection dialog. 



9 Check Type Se lectio 



i ype of Checks: 



Deluxe 08100-1 
Deluxe 081013 
Deluxe 081064 
Deluxe 081175 
NEBS 1 3021 
NEBS 13403 
NEBS 9011 
NEBS 9039 

NEBS 9209 



Check Field Layout - 



/ha' Ltaw!te scab/ 



1 check per page: check on top 



J. 



Choose your check stock from the list and click OK. 

You can open the Print Checks dialog using the following methods: 

• Open the File menu and choose Print > Checks in Queue. 

• Click the To Do's tab on the right side of the Bookkeeper window, 
and then click the Checks to Print button near the top of the window. 



To choose a printer, click the 
Setup button near the bottom 
of the dialog and then choose 
the printer from the list. 



Checks To Print: 



1 Please load the checks specified for printing below 



Check* 


Date 


Payee 


Amount 


Print Now 


Check Type 


1201 


01/06/2003 


Organicide Distributing, Inc. 


$39.70 


V 


Non Payroll 


1202 


01/1 4/2003 


F, C, & L Insurance 


$147.92 


W 


Non Payroll 


1203 


01/29/2003 


South Bay Properties 


$234.56 


W 


Non Payroll 


1204 


02/1 7/2003 


Earth savers, LTD 


$122.90 


W 


Non Payroll 



Type Of Check In Use 



NEBS 9085 
1 check per page; check on top 



Payee Address Alignment — 

Adjust horizontal by 
<- | ->| fo tenths of an inch 



/ft I Adjust vertical by 

fo tenths of an inch 




Adjust horizontal by 0 tenth:? of an inch 
Adjust vertical by fo tenths of an inch 



Setup 



Cancel 



Choose which checks to print by marking or clearing its check box in the 
Print Now column. 

If you're using windowed envelopes, you can adjust where the payee's 
address prints on the check to make show through the window. 

To print the selected checks, click the Print button. 

If your checks didn't print properly, click No in the dialog that asks if the 
checks printed properly. Bookkeeper will walk you through the correction 
process by asking you to identify the problem. 
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Finding a Saved Check 

To find a check that you have saved, click the Find button near the bottom 
of the Checks window to open the Search Criteria Selection for Checks 
dialog. 



9 Search Criteria Selection for Checks 



View Checks By 

Payee: 
Account: 
Memo: 
Type: 
Status: 



|(all) 




|(all) 




1 



|Non Payroll 




|(all) 





Check No.: |~~ 



Date Range Selection 

Predefined: | 



From 1 03/24/2002 j|| To: 1 03/24/2003 J 



Number 


Date 


Payee Name 


Account 


Amo 


untPaid Bi 


1201 


01/06/2003 


Organicide Distributing, Inc. 


|Cost of Goods 




$39.70 


1202 


01/1 4/2003 


F, C, & L Insurance 


Insurance 




$147.92 


1203 


01/29/2003 


South Bay Properties 


| Rent 




$234.56 


1204 


02/1 7/2003 


Earth savers, LTD 






$122.90 | 



Total for all checks found: 



You can reduce the number of checks that appear in the list by using the 
features in the View Checks By section near the top of the dialog. 

To view the check information, select the check in the list and click the 
Detail button near the bottom of the dialog. 



Voiding a Check 

After printing a check, you can't change the payee information. If you 
have printed a check and then notice that you incorrectly entered the payee 
information, void the check and then create a new check for the payee. 

You may also want to void a check if you have placed a stop-payment 
order on the check. 

To void a check, view the check in the Checks window and then choose 
Void from the Status drop-down list near the top of the Checks window. 
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Payroll 



Overview 

Bookkeeper helps you keep track of payroll expenses. Use the built-in 
payroll tax tables for your locality. Keep contact, pay rate, and deduction 
information for all of your employees. Issue payroll checks for each 
employee at designated payroll periods. Make accurate payments to 
payroll federal, state, and local tax authorities. 

Please consult your accountant about your payroll tax requirements. 



Updating the Payroll Tax File 

When you write payroll checks, Bookkeeper retrieves payroll tax 
deductions from the built-in payroll tax tables. These tax tables need to be 
updated every year and often need updating during the year. 

Before processing payroll, check to make sure you have the current 
payroll tax table. 

• To make sure you have the most up-to-date payroll tax table, see 
"Checking for Current Tax Tables" on page 50. 

• To download and install a new payroll tax table into Bookkeeper, see 
"Installing Updated Payroll Tax Tables" on page 50. 



Bookkeeper 



Payroll • 49 



Checking for Current Tax Tables 

To determine if you have the payroll tax tables for the current year, open 
the Company menu and choose Company Information to view the 
Company Information dialog. 



Current 
Year 



Current 
Version 




2002.1 



9 Company Information 



Company Additional Accountant 



Federal Tax ID: 94-7654321 



State Tax ID: [8642975 



State Unemployment ID: |3 5 7-2 4 6 8-1 

FUT %: [7 SUT %: |T1 

Accounting Is: Cash Basis 



Next Year End: | 12/31/2883 
Latest Tax Table: |2BB2.1 
Last Backup On: | 



Click the Additional tab near the top of the dialog to view the current year 
and version of the payroll tax table in the Latest Tax Table box. If the year 
indicated isn't the current year (or the version number is older), you need 
to download and install the current payroll tax tables. 

Check for the latest payroll tax tables and download them from the 
following Web site: 

http://www.elibrium.com/downloads 

Installing Updated Payroll Tax Tables 

After saving the downloaded file on your computer, use the following 
procedure to install the new payroll tax tables into Bookkeeper: 

1. Close Bookkeeper and any other open programs. 

2. Use Windows Explorer to locate the file that you downloaded. 



A My Documents 










BBS 


File Edit View Favorites 


lools 


Help 




j# 


©Back ' Q 0 


> 


} Search Folders 






File and Folder Tasks * 

la| Rename this file 
^ Move this file 

Copy this file 

Publish this file to the 

Web 

Q E-mail this file 
X Delete this file 




^Business 
I^Data 
|£)Docs 
1^ Faxes 
(g^My Music 

My Pictures 

My Received File: 
HMy Videos 


Size Type 

File Folder 
File Folder 
File Folder 
File Folder 
File Folder 
File Folder 
File Folder 
File Folder 
1,147 KB Application 


Date Modified 
1/6/2003 2:45 PM 
2/6/2003 3:17 PM 
2/27/2003 11:43 AM 
1/2/2003 5:04 PM 
2/20/2003 7:50 PM 
2/20/2003 8:02 PM 
10/3/2002 12:42 PM 
2/24/2003 12:59 PM 
3/24/2003 2:10 PM 


Other Places * 











3. Double-click the file to start the installation program. 

4. Follow the on-screen instructions to finish installing the update. 
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Adding Employees 



Before you can write payroll checks for an employee, you need to enter 
the employee in your employee database. To view the employee database, 
click the Employees tab on the right side of the Bookkeeper window. 



Employees: 



Esther Felice 



Pat Thogen 
Red Rufnsoer 



| Payroll j Tax j Deductions 



Name: 
Address: 

City: 
State: 

Phone: 
Fax: 
E-mail: 



Mae Kittup 



3589 College Drive 
Apt. 1 9 

Mountain View 

_d Zip Code: |94040-3819 



(650) 555-6230 
maekittup@yahoo.com 



Social Security: |555-66-7700 Birth Date: | 06/18/1982 

Marital Status: | 
Payroll Account: [' 



|Single 




|Wages 





Jl Deposits 



BBS Accounts 
->> Receivable 



| j^j^Vendors 

Employees 



|1 Payables 



| Bank 

| Adjustments 



Enter the information that you want in the boxes. You must enter the 
employee's name, city and state of residence, and social security number. 
You must also select a payroll account for the employee's paycheck. 
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Entering an Employee's Pay Rate 

To enter the pay rate information for an employee, choose the employee 
from the list on the left side of the Employees window, and then click the 
Payroll tab near the top of the window. 



Employees: 
Esther Felice 



Pat Thogen 
Red Rufnsoer 



> 



Profile Payroll | Tax | Deductions 
Employment 



Compensation 
Scale: |Hourly 



Start: 12/02/2002 | 
End: | 00/00/0000 || Per Hour: [ 



Status: Active ▼ PayFreq.: Semi-Monthly ▼ 



Entitlements ( for this calendar year ] — 



Vacation Hours: |.0 



Sick Hours: |io~~ 



Last Payroll Info 

Paid On: | 



Pay Period: |~~ 



Check: |~~ 



r 



^j^Deposi 



h Accounts 
^Receivable 



| j^j^Vendors 
H^fl Employees 



jl Payables 



| Bank 

J Adjustments 



<{3 t ° d °' 



You must choose a pay scale, enter the rate, and choose the frequency of 
pay periods. You also need to enter a start date before you can issue a pay 
check to the employee. 
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Entering an Employee's Tax Information 

Enter the employee's tax information by selecting the employee in the 
Employees window and clicking the Tax tab near the top of the window. 



Employees 
Esther Felice 



Pat Thogen 
Red Rufnsoer 



Profile Payroll Tax Deductions 



Filing Status: |Single 

Exemptions: | T Additional Withholding: |~~ 



W State 



Filing Status: 
Exemptions: 



[oa ZJ 



Single 



1 Additional Withholding: | 
Estimated Deductions: |~~ 



T Local 

Locality: | 



3 



Exemptions 

Fed VVH: " State WH: V FICA: V SUT: T FUT: T 




Select the Filing Status and enter the other exemption and withholding 
information based solely on the information that the employee provided 
on a W-4 form. 

If a local payroll tax deduction isn't included in this tab, you can add the 
tax as a miscellaneous deduction (see "Entering an Employee's 
Miscellaneous Deductions" on page 54). 
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Entering an Employee's Miscellaneous Deductions 

Enter the employee's insurance and retirement plan deductions by 
selecting the employee in the Employees window and clicking the 
Deductions tab near the top of the window. 



Employees: 
Esther Felice 



Pat Thogen 
Red Rufnsoer 



Profile | Payroll | Tax Deductions | 

Exerr 

Type | Monthly |Per Check| FWT 



Dental Insurance 
Medical Insurance 
Retirement 



to.oo | 


$0 00 


to.oo 


$0 00 


| to.oo | 


$0 00 



> 



^^Deposi 



jb Accounts 
^Receivable 



iVendors 
Employees 



L Customers 



jl Payables 



tBank 
Adjustments 



<{5 t ° do1 



Enter the insurance plan and retirement plan deductions that your 
employee has agreed to. If the amount of a deduction is exempt from 
federal or state withholding tax, mark the appropriate check box to the 
right of the deduction. 

If you have mandatory or voluntary payroll deductions that aren't listed, 
you can add a new account to your chart of accounts that can be used for 
payroll deductions (see "Adding Employee Deductions" on page 73). 
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Writing Payroll Checks 



Before entering checks, make sure you're using the correct bank account. 
To change bank accounts, see "Changing Bank Accounts" on page 64. 

Since payroll tax tables can be updated at any time during the year, you 
should check for updates each time you begin processing payroll (see 
"Updating the Payroll Tax File" on page 49). 

You also must enter the employee in your employee database before 
processing the employee's payroll (see "Adding Employees" on page 51). 

To enter a check, click the Checks tab on the right side of the Bookkeeper 
window. 



Check Information — i r- unecKs 

r Non Payroll Status: [Outstanding ^| Viewing 1 of 1 

* Payro 1 1 D o n ot p ri nt th i s ch e ck: 



List 



Account Balance 



$2,014.14 



X-Terminators 

8G Beetle Street 

Menlo Park, CA 94025-5991 

Pay to the 



My Sayings Bank 

Palo Alto, CA 
0123-987G-5 
Payroll 



p Deposits 



Date: 02/17/2003 H 



orcls r of: Mae Kittup 

Three Hundred Thirty-One and 53/1 00 



$ |331 53 



Mae Kittup 
1 3589 College Drive 
Apt. 19 

Mountain View, CA 94040-381 9 
Memo: Period: 02/01/2003 to 02/15/2003 

Account: |Wages 



MS Accounts 
->> Receivable 



3 



Process Check 



Pay Period: 02/01/2003 1 TO 02/15/2003 1 



Hours 
Regular: 44.00 
Overtime: | 0.00 (~ 
Other: 

Special: V 



Amount 
$374.00 
$0 00 

$0.00 



Withholdings 

Federal: | $13 8 
Soc. Sec: | $23.1 
Medicare: | $5.4 
State: I $0 



More Detail | YTD Info | 



Gross Wage: 
Withholdings: 
Deductions: 
Net Pay: 

Find 



$374.00 
$42.47 
$0.00 





Vendors 


m 


Employees 




Customers 


Payables 


^pBank 

l v Adjustments 


3 


To Do's 



1. Make sure the Payroll option is selected near the top of the Checks 
window. 

If you aren't going to use Bookkeeper to print this check, mark the Do 
not print this check check box near the top of the Checks window 
before processing the check. 

2. Choose the beginning and ending dates of the pay period. 

3. Enter the number of hours the employee worked in the pay period. 

Bookkeeper automatically fills in the wage and withholding 
information. If you want to alter the withholding amounts on this 
check, click More Detail to open the Employee Payroll Details dialog. 

4. Make any necessary changes to the paycheck. 

5. Click Process Check to complete the transaction. 
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Printing Checks 

Before printing checks, you need to choose the type of check stock that 
you're printing on. To choose the type of check stock, open the Company 
menu and choose Check Setup to open the Check Type Selection dialog. 



9 Check Type Se lectio 



Deluxe 08100-1 






Deluxe 081013 






Deluxe 081 06-1 






Deluxe 081175 






NEBS 1 3021 






NEBS 13403 






NEBS 9011 






NEBS 9039 












NEBS 9209 







Check Field Layout 



1 check per page: check on top 



1 



Choose you check stock from the list and click OK. 

You can open the Print Checks dialog using the following methods: 

• Open the File menu and choose Print > Checks in Queue. 

• Click the To Do's tab on the right side of the Bookkeeper window, 
and then click the Checks to Print button near the top of the window. 



To choose a printer, click the 
Setup button near the bottom 
of the dialog and then choose 
the printer from the list. 



Checks To Print: 



1 Please load the checks specified for printing below 



Check # | Date | 



Payee 



Amount | Pr int Now Che ck Type 



10101 


02/1 7/2003 


Mae Kittup 


$331.53 


V 


Payroll 


10102 


02/1 7/2003 


Pat Thogen 


$750.12 


F 


Payroll 


10103 


02/1 7/2003 


Esther Felice 


$2,398.10 


W 


Payroll 


1010-1 


02/1 7/2003 


Red Rufnsoer 


$1,708.03 


W 


Payroll 



-Type Of Check In Use - 



— 



NEBS 9085 
1 check per page; check on top 



Payee Address Alignment — 

Adjust horizontal by 
^ | ^| fo tenths of an inch 



/ft I Adjust vertical by 

fo tenths of an inch 




Adjust horizontal by |0 tenths of an inch 
Adjust vertical by fo tenths of an inch 



Setup 



Cancel 



Choose which checks to print by marking or clearing its check box in the 
Print Now column. 

If you're using windowed envelopes, you can adjust where the employee's 
address prints on the check to make show through the window. 

To print the selected checks, click the Print button. 

If your checks didn't print properly, click No in the dialog that asks if the 
checks printed properly. Bookkeeper will walk you through the correction 
process by asking you to identify the problem. 
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Finding a Saved Payroll Check 

To find a paycheck that you have saved, click the Find button near the 
bottom of the Checks window to open the Search Criteria Selection for 
Checks dialog. 



9 Search Criteria Selection for Checks 



View Checks By- 

Payee: | 



Account: 
Memo: 
Type: 
Status: 



~3 



~3 



| Payroll 




|(all) 





Check No.: |~~ 



Date Range Selection - 

Predefined: I 



~3 



From: 1 03/24/2002 j|| To |03/2 4/2003 j|| 



Number 



10101 02/17/2003 MaeKittup 



10102 02/17/2003 PatThogen 

10103 02/17/2003 Esther Felice 

10104 02/17/2003 Red Rufnsoer 



Amount Paid Bi 




Total for all checks found: 



The dialog automatically looks for non-payroll checks. To find payroll 
checks, choose Payroll from the Type drop-down list near the top of the 
dialog and then click the Find button near the bottom of the dialog. 

You can reduce the number of checks that appear in the list by using the 
features in the View Checks By section near the top of the dialog. 

To view the check information, select the check in the list and click the 
Detail button near the bottom of the dialog. 
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Depositing Payroll Taxes 



Bookkeeper consolidates your payroll tax withholdings to help you 
determine how much you owe to federal, state, and local tax authorities. 

To enter your tax deposits, open the Banking menu and choose Payroll 
Deposits to open the Payroll Deposits dialog. 



Payroll Check Range 
From: | 01/10/2003 Jj To: | 04/05/2003 Jj 



Payroll Deposit Type 

Federal Federal Tax Withheld: f $2,949.18 

r State SocialSecurityWithheld: | $2,871.02 (includes company match) 

r Lo cal Medicare Withheld: | $1,203.70 (includes company match) 



Payment 

For: Quarter: fist Year: | 2003 

Make Payment By 
<~ Check 

ff Bank Adjustment Effective Date: | 04/1 5/2003 [|]| 
(use this option if you have already made your payment (e.g. electronically via EFT PS) 



1. Select the earliest and latest dates of payroll checks that were issued 
for the reporting period in the Payroll Check Range area. 

2. Choose the taxing authority for the deposit in the Payroll Deposit 
Type area. 

3. Make sure the amounts in the boxes are correct, since Bookkeeper can 
only report totals based on information you have entered. 

4. Select the reporting period and method of payment in the Payment 

area. 

5. Click Save to complete the transaction. 

6. Follow the directions above for each taxing authority for which you 
need to make a deposit. 

7. Click OK to close the Payroll Deposits dialog. 

For more information about the deadlines and requirements for reporting 
and depositing payroll taxes, consult your accountant or contact the 
applicable tax authority. 
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Using a Payroll Service 



If you're using a payroll service to process your payroll, Bookkeeper 
allows you to keep track of your payroll information and the associated 
fees from the payroll service. 

To enter payroll information provided by a payroll service, open the 
Accounting menu and choose External Payroll Entry to open the 
External Payroll Entry dialog. 



9 External Payroll Entry 



Report Payroll Information By . . . 
r Company (* Employee 



Due External Company . 










Payroll Amount: 




$374.00 


FICA, FUT, SUT: 




$28.61 


p Processing Fee: 


$ 


7.58 



-General Information 

Process Date: 02/17/2003 1 
Employee: |Mae Kittup 


Post to GL: F 


OK 


Cancel 


Payroll Account: |Wages 




Add 


Process Fee Account: Accounts Payable 


d 


Help 



Payroll Information 

Gross Wage: 
Federal Withholding: 
State Withholding: 
Local Withholding: 

Social Security: 
employee: 

company share: 

Medicare: 
employee: 
company share: 

Federal Unemployment: 
State Unemployment: 
Total Deductions: 
Net Pay: 



mployee Deductions- 
Deduction 



Amount Paid This Month Monthly Max 



• To enter all of the information for all of the processed paychecks, 
choose the Company option in the Report Payroll Information By 

area. 

• To enter the information for each employee's paycheck individually, 
choose the Employee option in the Report Payroll Information By 

area. 

Choose accounts for the payroll transaction and for the payroll service's 
processing fee. 

Enter the information that you received from the payroll processing 
company and then click OK to complete the transaction. 
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Bank Account Maintenance 



Overview 

Each time you run Bookkeeper, you have a bank account open. All of the 
checks and deposits are made with the open bank account. You can add 
new bank accounts or change to a different bank account anytime. In 
addition, you can transfer funds between bank accounts. 

Bookkeeper helps you reconcile your bank account statement and make 
adjustments to the balance of your bank account. 



Adding Bank Accounts 

Setting up a bank account has two parts, entering the information about 
the bank and entering information about the bank account. If you have 
more than one account at a single bank, you only need to enter the bank 
information once and add the bank accounts to the bank. 
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Adding a New Bank 

1. Open the Banking menu and choose Bank Information to open the 
Bank Information dialog. 




Bank Name: MySavings Bank 



Address: 1 3579 Commerce Circle 



City: 
State: 

Contact: 

Telephone: 
Fax: 
E-mail: 



Palo Alto 



Zip Code: |94303-3579 



Monte Baggs 



(650) 555-6972 
(650) 555-2265 



monte@mysb.com 



2. Click the Add button on the right side of the dialog. 

3. Enter the name of the bank and the contact information. 

4. Click Save. 
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Adding a New Bank Account 

1. Open the Banking menu and choose Bank Account Information to 

open the Bank Account Information dialog. 



9 Bank Account Information 



If you have the Bank Information 
dialog open, you can click the 
Accounts button to open the 
Bank Account Information dialog. 



2. 



4. 



5. 




Account Detail 



Account Number: |01 23-4567-8 



Opening Balance: | $456.78 
Starting Check No.: |~~ 1201 
Highest Check No.: [~~ 2 



Description: Accounts Payable 

Account Type: P Checking <~ Savings 

Date Opened: | 11/15/2002 JjU Last Statement Date: | 11/15/2002 

Date Closed: f00/00/0000 §] Last Statement Ending Balance: | $456.78 



Choose the bank for the new bank account from the Banks drop- 
down list near the top of the dialog. 

If the bank you want isn't in the list, you need to enter the bank 
information first (see "Adding a New Bank" on page 62). 

Click the Add button on the right side of the dialog. 

Enter the bank account number, the current balance, a name for the 
bank account, and the date that the bank account was opened. 

Choose either Checking or Savings from the Account Type options. 

If you're adding a checking account enter the Starting and Highest 

check numbers. 

The highest check number is the last check in your current box of 
checks. Bookkeeper will not let you write a check that has a number 
higher than your highest check number. When you order new checks, 
update this number by opening the Banking menu and choosing 
Reorder Checks. 



6. Click Save. 
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Changing Bank Accounts 

1. Open the Banking menu and choose Change Current Bank Account 

to open the Bank Account Selection dialog. 



9 Bank Account Selection 



r Current Account Selection - 



Bank: My Savings Bank 
Description: Accounts Payable 



Account Type: Checking 
Account No : |01 23-4567-8 
Current Balance: | $1,585.04 



New Account Selection - 

Banks: 



|MySavings Bank 

Bank Acc ounts: 



~3 



Account Description Account Type Account Number Current Balance 
I Accounts Payable Checking 0123-4567-8 $1,585 04 




OK Cancel 



Help 



2. Choose the bank that has the bank account from the Banks drop- 
down list. 

3. Choose the bank account from the Bank Accounts list. 

4. Click OK. 
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Transferring Funds 

You can transfer funds from one bank account to any of the other bank 
accounts you have added to Bookkeeper. 

1. Open the Banking menu and choose Transfer Money to open the 
Transfer Money dialog. 

Transfer Money From ... — 
Date: 02/25/2003 1 
Account: Accounts Payable 
Amount: | $500.00 Balance: |$1,005.04 
Comments: 



Transfer Money To . . . 



Account 


Amount 


Balance 


F Payroll - 01 23-9076-5 


| $500.00 


$5,547.09 


T Money Market - 422-0642-9 


| $0.00 


$0,642.75 



Total: $500.00 



2. Choose the name of the bank account from the Account drop-down 
list that the money is transferring from. 

3. Enter the amount to be transferred in the Amount box. 

4. Choose the accounts that the money will be transferred to by marking 
the check box next to each account name. 

5. Enter the amount to be added in the Amount box for each account. 

6. Click OK. 



Cancel 



Add 



Bookkeeper 



Bank Account Maintenance • 65 



Reconciling Bank Accounts 

When you receive a statement from your bank, you can reconcile the 
statement with the transactions you have entered in Bookkeeper. 

1. Make sure the bank account you want to reconcile is the current bank 
account. 

To change bank accounts, see "Changing Bank Accounts" on page 64. 

2. Open the Banking menu and choose Reconcile Bank Account to 

open the Bank Account Reconciliation dialog. 



Bank Account Reconciliation - Accounts Payable - 0123-4567-0 |_X_ 



Last Statement Deposits & Checks & New Statement 

Balance Credits HO) Debits (1) Misc. Credits Misc. Debits Balance Difference 

$736.70 +| $004.55 | $147.92 +| $0 00 | $0 00 =| $1,230.77 | ($234.56) 



-Deposits 


l Credits 


Misc. Credit: | $0.00 |l 


nterest Income 




Last Statement 


Cleared 


Amount 


Date 


I 


Reason 






Ended: 


F 


$41.70 


01/1 3/2003 


Deposit 








| 01/10/2003 


F 


$67.92 


01/1 3/2003 


Deposit 








This Statement 


F 


$130.32 


01/1 3/2003 


Deposit 








Ends: 


F 


$64.74 


01/20/2003 


Deposit 








| 02/10/2003 _l| 


V 


$120.46 


01/20/2003 


Deposit 










F 


$34.70 


01/27/2003 


Deposit 










F 


$64.94 


01/27/2003 


Deposit 










F 


$66.50 


01/27/2003 


Deposit 










F 


$61.64 


02/03/2003 


Deposit 










F 


$215.63 


02/1 0/2003 


Deposit 
























r- Checks & 


Debits 


Misc. Debit: | $0.00 |Bank Charges 






Cleared Check No 


Amount 


Date 


Payee / Desc 








F 


1202 


$147.92 01/14/2003 F, C, 


& L Insurance 






OK 


r 


1203 


$234.56 01/29/2003 South Bay Properties 






r 


1204 


$122.90 02/17/2003 Earth savers, LTD 






Pend 
















Cancel | 
















Help 

















3. Enter the closing or ending balance from your bank statement and the 
ending date of the statement. 

4. Enter any miscellaneous credits or charges, such as interest or bank 
charges. 

5. Mark the check boxes next to all of the deposits or credits that appear 
on your statement. 

6. Mark the check boxes next to all of the checks or withdrawals that 
appear on your statement. 

If there are differences between the items on the statement and the 
transactions in the dialog, click Pend to save your entries and close 
the dialog and then make adjustments to your transactions. 

7. Click OK to complete the reconciliation. 

When you finish reconciling, you're given a chance to view a report of the 
reconciliation that you can print for your records. 
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Adjusting Account Balances 



Before you make adjustments to a bank account make sure the bank 
account you want is open. To change bank accounts, see "Changing Bank 
Accounts" on page 64. 

You can make adjustments to a bank account to enter a cash withdrawal, 
bank charge, interest payment, or other miscellaneous adjustment. 

To make an adjustment to a bank account open, click the Bank 
Adjustments tab on the right side of the Bookkeeper window. 



-Adjustment Information 

r Credit 

t- ^ , ■ Not Reconciled 

^ Debit 



*-\ List |-»| 



Account Balance 



$1,585.04 



Misc. Debit 



Amount: 



$ 20.00 
My Savings Bank 

01 23-4567-8 Account 

Accounts Payable |Bank Charges 

Date: | 02/25/2003 gj 

Reason: 



~3 



Comments: 



NSF Check 



Vendor: 



~3 



^j^Deposi 



h Accounts 
^Receivable 



Employees 



i| Payables 




Choose an option in the Adjustment Information area near the top of the 

Bank Adjustments window: 

• If you want to add money to your bank account, choose Credit. 

• If you want to remove money from your bank account, choose Debit. 

You must enter the amount, choose an account, and enter a comment. You 
can optionally enter a reason or choose a vendor for this adjustment. 

To complete the transaction, click Save. 
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Year-End Closing 



Overview 

Shortly after ending your business year, you can close the books for the 
year. Closing the books finalizes all transactions for the year and moves 
any profit or loss into equity accounts for the next business year. Although 
Bookkeeper doesn't required you to close your books each year, annual 
closing is part of good accounting practices. 

Bookkeeper provides several equity accounts for you to store your year- 
end profit or loss. For information and guidance with closing your books 
for the year, it's a good idea to consult with your accountant. 

Before closing your books for the year, make a backup of your records. 
This allows you to return to a pre-closed version of your records, if 
necessary. For information about creating a backup, see "Backing Up Your 
Bookkeeper Information" on page 16. 



NOTE: After closing your books for the year, you can't make any 
changes to any transactions for the closed year. Any changes will need to 
be made as adjustments to the current year. 
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Closing the Year 



Before closing the year, make sure that all of your transactions for the year 
are complete and that you have created a backup of your records (see 
"Backing Up Your Bookkeeper Information" on page 16). 

To close the books for the year, open the Accounting menu and choose 
Year End Close to open the Year End Close dialog. 



9 Year End Close for X-Terr 



Account Balances for Year: 01/01/2003 to 1 2/31/2003 



Account Name 


| Year End Balance 




Accounts Payable 


$5,172.65 




Payroll 


$150,047.89 




Money Market 


$8,642.75 




Accounts Receivable 


($71,4 50.90) 




Undeposited Funds 


$71,450.90 




Land 


($7,890.00) 




Federal Withholding 


($87,349.18) 




Medicare Withholding 


($15,603.70) 




Soc Sec Withholding 


($67,871.02) 




Cost of Goods 


$25,162.60 




Opening Equity 


($11,445.20) 




Goods Sold 


$34,317.73) 




Payroll Taxes 


$12,537.36 




Rent 


$2,634.56 





CurrentYearEnd: | 12/31/2003 N et Prof it: | t-603.22 
Next Year End: | 12/31/2004 

Distributing Net Profit To: 
Multiple Equity Account Distribution 



P By Dollar Amount <~ By Percentage Distribute Evenly 
|3000 |Opening Equity 

|3025 |Retained Earnings 

|3026 |Capital Stock 



|3027 [Proprietors Equity 

3028 



Drs 



Your net profit or loss appears in the upper-right area of the dialog. You 
need to distribute your profit or loss to the equity accounts in the lower- 
right area. All of the profit or loss must be distributed to the equity 
accounts. To determine which equity accounts to use, consult with your 
accountant. 



Bookkeeper provides the following equity accounts: 

Opening Equity 
Retained Earnings 



Capital Stock 
Proprietors Equity 
Draw 

Members Equity 



This is typically the opening account balance. 

This is typically used to carry-over profits and 
losses from one period to another. 

This is typically the cash-purchase value of a 
corporation's preferred stock. 

This is typically the investment made by the 
owners of a non-incorporated company. 

This is typically the money drawn from the profits 
by the owners of a non-incorporated company. 

This is typically used to carry-over profits and 
losses for a limited liability corporation (LLC). 



CAUTION: After closing the year, you can't change the distributions to 
equity accounts. To properly determine which equity accounts to use and 
how much to distribute to each, contact your accountant. 
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Accounts Receivable Hints 

Activating the Invoices Tab and the 
Accounts Receivable Tab 

When you first start Bookkeeper, the Invoices and Accounts Receivable 

tabs are dimmed. You can't write invoices or enter payments until you 
have at least one customer in your customer database. After adding one or 
more customers to the customer database, the Invoices and Accounts 
Receivable tabs become active. 

For information about customers, see "Adding Customers" on page 29. 

Adding Sales Tax Definitions 

Many localities charge different sales tax rates from their neighboring 
localities. You may need to charge different sales tax rates for different 
customers. 

You can add new sales tax definitions directly from the Customers 
window by clicking the DEFINE button in the Sales Tax area of the 
Specific tab. You can also define sales tax definitions by opening the 
Company menu and choosing Sales Tax Definitions. 

For more information about sales tax, see "Entering a Customer's Sales 
Tax Information" on page 30. 

Creating Invoicable Items 

To add a line item to an invoice, the item must first be in your invoicable 
items list. You can add and edit your invoicable items list by opening the 
Company menu and choosing Maintenance > Invoice Items. 

For more information, see "Adding Items to an Invoice" on page 34. 
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Accounts Payable Hints 



Activating the Checks Tab 

If you have a savings account open the Checks tab is dimmed. If you want 
to write checks, you need to open a checking account. 

Setting Up a Recurring Bill 

If you have a bill that recurs on a regular basis, such as a monthly 
subscription to a Web service provider, you can use the Payables tab to 
create a recurring bill by clicking the Recurring check box and choosing a 
how often the bill needs to recur from the Frequency drop-down list. 

For more information about setting up a bill, see "Entering Bills and 
Invoices" on page 45. 

I Can't Change the Payee on a Check 

After you print a check, you can't change the payee information. You also 
can't change any information on a check if the check is part of a closed 
accounting period. 

If you have printed a check and then notice that you entered the payee 
information incorrectly, void the check and then create a new check for the 
payee. To void a check, view the check in the Checks window and then 
choose Void from the Status drop-down list near the top of the Checks 
window. 

For more information about checks, see "Writing Checks" on page 46 and 
"Writing Payroll Checks" on page 55. 

My Checks Didn't Print Properly 

If your checks didn't print properly, click No in the dialog that asks if the 
checks printed properly. Bookkeeper will walk you through the correction 
process by asking you to identify the problem. 
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Payroll Hints 



Adding Employee Deductions 

Payroll taxes and deductions can be specified for each employee in the 
Tax and Deductions tabs of the Employees window. 

If you have mandatory or voluntary payroll deductions that aren't listed in 
the Employees window, you can add a new account to your chart of 
accounts that can be used for payroll deductions. 

To Add a New Payroll Deduction Account 

1. Open the Accounting menu and choose Chart of Accounts to open 
the Chart of Accounts Maintenance dialog. 



Chart of Account Maintenance 



Accounts:) w 
Name:|CA-SDI 

Main Account — 
Group: | Other Expense 
Type: Paycheck Deduction " 
Exemptions: r Federal WH F State WH 

- F Sub Account 

Main: |~~ 

2. Enter a descriptive name for the deduction in the Name box. 

3. Mark the Main Account check box. 

4. Choose Other Expense from the Group drop-down list. 

5. Choose Paycheck Deduction from the Type drop-down list. 

6. Mark the Federal WH and State WH check boxes if the deduction is 
exempt from these withholding taxes. 

7. Click OK. 

When you open the Deductions tab of the Employee window, the new 
payroll deduction will be in the list. 

Getting Updated Payroll Tax Tables 

Payroll tax tables are made available for download at least once per year to 
registered users of Bookkeeper. The download is usually available near 
the beginning of each year. However, sometimes updates are necessary in 
the middle of the year. 

For up-to-date information about payroll tax table downloads, go to the 
following Web site: 

http://www.elibrium.com/downloads 



Cancel 



Add 



Delete 
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General Hints 



Using Another Bank Account 

Whenever you enter a check or deposit, the money is withdrawn or added 
to the open bank account. Before writing a check or making a deposit, 
make sure that the open bank account is the account you want for the 
transaction. 

For more information, see "Changing Bank Accounts" on page 64. 

My Trial Balance is Out of Balance 

You should check your online trial balance on a regular basis to make sure 
that your accounts are up-to-date and balanced. 

If your trial balance is out of balance, you may have some tax accounts 
that haven't been activated. 

To Activate a Tax Account 

1. Open the Company menu and choose Activate Account to open the 
Add Selectable Accounts dialog. 




i- Account Selection 



Accounts Not Yet Selected 



AL Withholding Tax 
AR Sales Tax Payable 
AR Withholding Tax 
AZ Sales Tax Payable 



AZ Withholding Tax 
EMBUSES 




CO Sales Tax Payable 
CO Withholding Tax 



OK 



Cancel 



Help 



3. 



2. 



Choose the account you want to activate from the list. 
Click OK. 
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Glossary of Terms 



Account 

An account is financial information about a customer or related to a 
specific purpose. For example, charges and payments that customers make 
are recorded in their individual accounts, and state sales taxes collected 
and paid are recorded in the state sales tax account. 

Accounting 

Accounting refers to the process of tracking the income and expenses of 
your business. These numbers are used in various calculations and 
formulas to create reports that answer specific questions about the 
financial and tax status of your business. 

Accounts Payable 

Accounts payable are amounts that your company owes. For example, 
purchases your company made on credit and your phone bill are parts of 
your accounts payable. 

Accounts Receivable 

Accounts receivable are amounts that are owed to your company. For 
example, customer purchases made on credit are part of your accounts 
receivable. 
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Accrual Accounting 

When you choose to use an Accrual accounting method, all transactions 
are recorded at the time the transaction takes place. When you create an 
invoice for money that is owed to you or you receive a bill for money you 
owe, the transaction is recorded and you can report the income or expense 
for tax purposes, whether or not money has been transferred. 

Bookkeeping 

Bookkeeping is entering the amount, date, and source of all business 
income and expenses. It is the beginning of the accounting process. 
Meaningful accounting can only be done with accurate bookkeeping. 

Cash Accounting 

When you choose to use a Cash accounting method, all transactions are 
recorded at the time that money is actually transferred. When you receive 
a payment for on an invoice or you pay a bill, the transaction is recorded 
and you can report the income or expense for tax purposes. 

Check Box 

The program places check boxes next to dialog options that you can 
switch on or off. 

• A marked check box either has an X or check mark inside of it. 

• A cleared check box is empty. 

Drive Letter 

Each of the drives on your computer has a letter of the alphabet assigned 
to it. For example, your floppy drive may be drive A, your hard drive may 
be drive C, and your CD-ROM drive may be drive D. If you aren't sure of 
the drive letters for your computer, double-click the My Computer icon on 
your Windows desktop. The My Computer folder opens and displays the 
icons and letters for all of your disk drives. 

Export 

Save your Bookkeeper report in a format that another program can use by 
exporting it. 

Invoice 

An invoice is a written record of a sale submitted to a customer or received 
from a vendor to request payment. Invoices are sometimes called bills. 
Invoices that you give to customers are part of your accounts receivable. 
Invoices that you receive from vendors are part of your accounts payable. 
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Ledger 

A ledger is the physical record of related accounts, such as income, 
expenses, receivables, or payables. 

Reconcile 

When you reconcile a bank account, you match the entries on the 
statement your bank gave you to the entries you made in your record of the 
bank account. If there are differences between your bank's statement and 
your records, you can make adjustments to your records to match the 
bank's statement. 

Statement 

A statement is a written summary of an account. Statements are typically 
used to remind customers that payments is due. 
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cash basis 9 
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E 

employees 
contact information 5 1 
deduction information 54 
payroll information 52 
tax information 53 

equity accounts 70 



finding 

checks 48 

deposits 41 

invoices 36 

payments 38 

payroll checks 57 
FUT% 9 

H 

help 
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find 17 
index 17 

keyword search 1 7 
online 17 
topics 17 
highest check number 63 



installing 

payroll tax table 50 

program 7 
invoicable items 34 
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creating 32 

finding 36 

line items 34 
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J 

jobs 33 
L 

line items 34 



N 

non-sufficient funds 38 
O 

online help 1 7 
opening the program 7 

P 

password 8 
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payments 

entering 37 

finding 38 
payroll 

deductions 54, 73 

finding checks 57 

printing checks 56 
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writing checks 55 
printing 

checks 47 

invoices 35 

payroll checks 56 
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recurring bills 72 
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stop payment 48 
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activating tax accounts 74 
payroll 49, 50, 53, 58 
sales 30, 71 

technical support 83 

to-dos 15 

transferring funds 65 
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undeposited funds 39 
unemployment tax 8 
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vendors 44 

voiding checks 48, 72 
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withdrawals 67 
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year-end closing 70 
year-end date 8 
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Technical Support Policy 



BEFORE CONTACTING TECHNICAL SUPPORT: Please take 
advantage of our free options. Look in the user's guide, the online help in 
the program, or the Frequently Asked Questions (FAQs) in the Support 
section of our Web site (http://www.elibrium.com). The FAQs may have 
information and helpful hints that are more current than the user's guide 
and online help. If the FAQs do not help, you can submit a free email 
request from the main FAQ page. 

LIVE TECHNICAL SUPPORT POLICY: Elibrium's goal is to provide 
powerful, low-cost software solutions and services to small business users. 
In order to keep our product costs low, we have chosen not to include the 
cost of Live Technical Support in the price of our software. Live Technical 
Support is a premium service and is available on a pay-per-minute basis. 
There is an initial telephone charge for the first ten minutes, and an 
additional charge for each minute after the first ten. Customers will not be 
charged for problems resulting from product defects. 

WHEN YOU CALL: Please have your credit card, serial number, and 
version number ready. Your serial number and version number are on the 
CD and in the software program (open the Help menu and choose About). 

Technical Support 

$24.95 for the first 10 minutes 
$2.95 for each additional minute 
(650) 345-1036 

Technical Support Hours 

Monday through Friday, 7:00 AM to 4:00 PM Pacific Time 
(Holidays excluded) 
Closed Wednesdays 2:00 to 3:00 PM for training 



NOTE: This policy is subject to change without notice. Support services 
will be provided according to the prices, terms, and conditions in place at 
the time the services are used. 
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